CITY OF EL PASO —JOB SPECIFICATION 1458 GS 12

Clerica and Office Group PHOTOCOPY OPERATOR
Office Machine Operation Series 08/91
Summary

Under close supervision, operates photocopy equipment to reproduce ¢ igle «  wultiple copies of
material as requested by copy center users, performsrelated dutiesasre  ed.

Typical Duties
Receives material from Copy Center users and ascer* sttt juan nd lity of duplicates
needed and required delivery schedule; completeswor! .. r; ¢ nate an  epares chargesfor

using departments.

Selects appropriate machinery, makes adiu  ants x s e de s of inals, reproduces
copies, and sorts, collates, or staplesther 3¢ ific

Prepares completed orders, places tl ndes a¢ reaand( ser to S indrv.

Cleans and maintainsdupli-  ,& :opyin & ey and G - ¢ d adjustments;
requests servicefromded  aenr  red.

Operates paper ¢ van nding  hines C 2mac ir

Orders, receiv. a ns s supj @ ne ords e g 0 Copy Center utilization and
preparesrequi 1re s

MinimumQu ical

L]

Traningand pei 2 aduati  ‘ormt  schou or G.E.D. and two years experience in copy
centerorpriit  w0p; r Jivale mbini 1 of education and experience.

Knowledge, ilitic e «ills: od knowledge of photocopying equipment including setup,
routinemar ance d  orrep

Ability tode ffec ey th colieagues and copy center users; ability to keep simple records and
reports; abili >wr  ur  pressure and expedite emergency orders.

Director of Pe el Department head
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